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CLIENTTRACK USER MANUAL

Objectives

Thank you for using ClientTrack as your case management needs. ClientTrack is an electronic data
collection system for persons who access a variety of services for homeless prevention and/or rapid re-
housing services. Aggregate data can be used to understand the size, characteristics and needs of the
population at the local, state and national levels. ClientTrack enables you to track information about client
needs, goals and service outcomes.

The content in this user manual will provide information on all of the basic features of ClientTrack and
detailed guidance on your day to day data entry, as well as helpful case management tools to optimize your
services and time. We believe you will find this web-based case management system easy to use and
essential in sharing your impact.

In this manual you will find the following information:

e (Contacts
o Staff List and Contact Information
o DV ClientTrack Help Desk Information
e Review Security Policies and Procedures
o Implied Consent Policy
o Computer Storage
o User Name and Password
e Overview of ClientTrack Features
o User Dashboard
o Case Management Tools
o Client Record
o Household Members
e Entering Client Information and Managing Program Enrollments
o Intake Workflow
o Services
o Case Notes
o Update/Annual Assessment
o Exit Workflow
e Basic Reports
o Service Summary
o Annual Performance Review (APR)
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Contacts

STAFF

Jill Robertson

HMIS/ClientTrack Manager

Indiana Housing and Community Development Authority

jirobertson@ihcda.in.gov
317.234.7572

DV CLIENTTRACK HELP DESK

If you encounter any issues with ClientTrack at any time, please contact the help desk with the email
address below. Please do not send any identifying information for clients when emailing the help
desk. There is a unique client ID number assigned to each client record in the system and you can find this
number beside the client name at the top of the client record. Please use the client ID number when
emailing the help desk if applicable.

DV Help Desk: DVHelpDesk@ihcdaonline.com

CLIENTTRACK ACCESS

CLIENTTRACK FOR DOMESTIC VIOLENCE PROVIDERS

Page 2 : Updated March 2015


mailto:jirobertson@ihcda.in.gov
mailto:DVHelpDesk@ihcdaonline.com
https://ihcdaonline.com/IDV/

CLIENTTRACK USER MANUAL

Security Policies & Procedures

Personal protected information (PPI) is considered any information that could lead to individual
identification. Agencies participating in ClientTrack should have procedures in place for the secure storage
and disposal of hardcopy and electronic data generated from ClientTrack or created for entry into
ClientTrack. PPI should be stored in locked drawers/file cabinets and hardcopy data should be shredded
before disposal. Electronic PPl including data contained on disks, CD’s, jump drives, computer hard drives
and/or other media should be reformatted before disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

DV ClientTrack is a closed system. Client level data is only seen by your organization and the support team.

A client can refuse data collection or data entry into DV ClientTrack but the client should be asked. The
agency cannot determine participation on behalf of the client. No person is to be refused services
regardless of their participation in ClientTrack.

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in
publicly accessible areas should be staffed at all times and not viewable by other individuals. All computers
should be password protected and the password you use to log onto your computer should NOT be the
same password as your ClientTrack password, but rather a password to prevent access to the computer
itself.

ClientTrack usernames and passwords should NOT be shared with other users. Users should not
keep username/password information in a public location (i.e., sticky notes on monitors or filed under
ClientTrack or Password in a Rolodex). ClientTrack security policies require the use of strict passwords.
Passwords must have:

eAt least one number

eBetween 8 and 12 characters

oAt least one non-letter, non-numeric character
eAt least one capital letter

New passwords will be required upon first login. Accounts are automatically deactivated after 30 days
of inactivity for security purposes. If you need assistance with your username and password contact the
Help Desk by emailing DVHelpDesk@ihcdaonline.com and someone will assist you.
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LOGGING INTO THE SYSTEM

ClientTrack is a web-based application and you will need to use an internet browser to access it.
ClientTrack works with Microsoft Internet Explorer, Google Chrome, Mobile Safari and Mozilla’s Firefox.

Open your web browser and go to https://ihcdaonline.com/IDV/. Enter your assigned User Name and
Password and click “Sign In.” Remember, sharing your user name and password is not permitted.
Passwords are case sensitive and pop-up blockers must be turned off to access the application. You
may need to change your settings to allow for pop-ups from this site.

Select the workgroup called
)., hats e “2014 IDV: HUD Programs.”
A ClientT

ClientTrack Webinar: World AIDS Day Webinar 121614

I T 12/10/2014 . .

rack- his month people around the lobe are uing 1 ise HIAIDS Also make sure your organization
awareness and help empower all people, everywhere, to access services to improve

Sign In to ClientTrack their quality of life. As communities look to care coordination and utilizing all H 5

9 e e Ao 2ot momsaement e and location is selected
User Name post ClientTrack Webinar: World AIDS Day Webinar 121614 appeared first on
password ClientTrack Software | Social Service Case Management Software. appro p I‘lately.
N ‘Webinar: Domestic Violence 11/13/14
< Signin 11402014

Jeanne-Marie Hagan, Program Compliance Director for Women Against Abuse
discusses how they leverage data to improve the effectiveness of the services
provided for the individuals in their community. Wemen Against Abuse has used
ClientTrack Domestic Violence software for aver a year and understands first hand
the importance of performance management software in [..] The post Webinar:

Domestic Violence 11/13/14 appeared first on ClientTrack Softwara | Social Service 1 “« 3 ”

e e S : Click on “Use These Settings” to
10/6/2014 . 0l .

SALT LAKE CITY, Utah, Sept. 30, 2014 /PRNewswire-iReach/ — ClientTrack, Inc, Contlnue' You Wlll be reqUIred to
Releases 2014 HMIS Data Standards Service Pack SALT LAKE CITY, Utah, September « »

29, 2014: ClientTrack, Inc, a leader in data management software, announces the

release of the 2014 Homeless Management Information System (HMIS) Data Accept the Terms Of Agreement

Standards Service Pack ahead of the October 1, 2014 deadline established by the

Department of [..] The post appeared first on ClientTrack Software | Social Service When you log ll’ltO the system fo r

Case Management Software.

the first time.

What's New

ClientTrack Webinar: World AIDS Day Webinar 121614

e
A ClientTrack™ e

Version 13.1 Rev 6 This month people around the globe are uniting to raise HIV/AIDS

awareness and help empower all people, everywhere, to access services to improve

Workgroup their quality of life. As co ities look to care ination and utilizing all
available services to assist those living with HIV/AIDS, data management [..] The
@ 2014 IDV: HUD Programs post ClientTrack Webinar: World AIDS Day Webinar 121614 appeared first on
1 Child and Family Services™ 2 ClientTrack Software | Social Service Case Management Software.
0 ClientTrack Baseline* v
e Webinar: Domestic Violence 11/13/14
11/14/2014
Organization Jeanne-Marie Hagan, Program Compliance Director for Women Against Abuse

discusses how they leverage data to improve the effectiveness of the services
provided for the individuals in their community. Women Against Abuse has used
ClientTrack Domestic Violence software for over a year and understands first hand

. Albion Fellows Bacon Center
@ My Sample Organization

O TES the importance of performance management software in [..] The post Webinar:
Domestic Viclence 11/13/14 appeared first on ClientTrack Software | Social service

Location Case Management Software,

@ Dsi 10/6/2014

“ f SALT LAKE CITY, Utah, Sept. 30, 2014 /PRNewswire-iReach/ — ClientTrack, Inc.
Releases 2014 HMIS Data Standards Service Pack SALT LAKE CITY, Utah, September

J 29, 2014: ClientTrack, Inc, a leader in data management software, announces the
I release of the 2014 Homeless Management Information System (HMIS) Data

3 Use these settings v Standards Service Pack ahead of the October 1, 2014 deadline established by the
Department of [...] The post appeared first on ClientTrack Software | Social service

Open ClientTrack using these settings.
Case Management Software,
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Overview of ClientTrack Features

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” tab and notified of any important “HMIS
News” items [HCDA wants to communicate (i.e. upcoming trainings, changes etc.) - this is the first screen
you come to after logging in. All three tabs on this screen, “Home,” “Clients” and “Providers,” outlined with
the red box below, provide you access to different sections of ClientTrack.

If you have access to more than one workgroup, you can use the “Settings” link in the upper right-hand
corner of the screen to toggle between the workgroups without logging out. The “Sign Out” link is in this
same location as well. Please be sure to “Sign Out” any time you need to leave the database to ensure

security of client data.

Welcome to ClientTrack
from your administrator, Data Systems
sitive impact. Cur saftware drives efficency into mansging and coardinating all care aspects of a social mission organization, A robust, web-

ClientTrack™ unites ail elements of your operation inta " y tify and y
based suite of prebuilt, configurable applcatiens, ClientTrack is ready to deploy immediately. ChentTrack couples powerful backend architécture with integrated designes tooks 1o pi a 12 mest future your

‘organization.

Explore the tabs at the top of your sereen to learn what ClientTrack can do.

Test
from yous administrator, il Robertson

Hare i  global news test.

Workdlow Deseription Started Aocessed

Hame Begin Date End Date Program
Beauty, Sleaping 100472013 Albion Fallaws DV Shalter i HMIS 2014 Program Data Winter, Summer 0971672014 09/16/2014 11:408M
Mack, Mary 10042013 Albicn Fellows DV Shelter =X HMIS: Universal Data Intake. Winter, Summer 0971672014 09/16/2014 11:39AM

‘Shine, Sunny 120172014 Transitional Housing
horicke Stgwbeny 100047201 Albion Fellows DV Shelier

Pe 5% S B

);/C lientTrack

B seaich Meti On the “Home” tab there is also a list of Menu Items that give you easy access to

Wi your current case assignments, case notes and more under “My ClientTrack.” You
v can also change your password with the “Change My Password” link by clicking
™ Active Cases on “My User Configuration” in the list of Menu Items. All of these tools are

1] . . . . .
4 Current Envoliments designed to maximize your time and grant you easy access to your client records.

= Open Enroliments w/ Mosi|
Recent Assessment

8 Crisis Call Summary You will also find the “Reports” section on the “Home” tab. To run a variety of
1. Recent Case Notes reports, which will be detailed later in this manual, click on “Reports” found below

& notifcations Report “My ClientTrack” in the bottom left-hand corner of the screen to access reports.
[ Indirect Services
»-; Quick Services - Multiple Cliel

4 - My User Configuration

F My Information

+1. My Team

S Change My Password I | M}I’ ClientTrack

Q Paused Operations
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CASE MANAGEMENT TOOLS

On the “Clients” tab you will find the most recent client record you were on as well as
a list of Case Management Tools on the left-hand side of the client record. The
following information outlines features and tools found on the client record:

e Find Client - To search for a client in the system by first and last name, date
of birth, social security number, client ID number, etc.
e Intake - To enroll a client in your project.
e  (risis Call Workflow - To document a client’s hotline call to your agency.
e (Case Management Tools: (Frequently Used)
o Client Dashboard - The overview of the client record as seen on the
next page.
o Edit Client - To edit basic client information like address, date of
birth, social security number, disabling condition, veteran status, etc.
There are more helpful tools under “Edit Client” that are available for
you to use depending on your agency’s needs and requirements.
Family Members - To manage household members.
Assessments - To review assessments and please note that all
required assessments for your project are captured in the Intake
Workflow. This is where you can access the Crimes and Protection
Orders assessments to document important information regarding
your client’s legal processes or the Family Development Matrix. It
is necessary to document crimes in order to document for the VOCA
Report. You can also add judges and prosecutors to your
documentation in connection with protective orders.
o Enrollments - To view the list of current and past enrollments the
client has participated in.
o Services - To add, edit and view the list of services the client has

accessed.
o Referrals - To create and manage referrals.
o Case Notes - To create, edit and view case notes.
o Crisis Calls - To review and edit crisis calls for a client.

Paused Workflows - To resume a workflow you previously paused.
e Basic Client Information and Client ID Number - Located at the top of the
client record and includes the client’s name, gender, date of birth, etc. The
client ID number is located beside the client name at the very top of the client
record (Client ID Number is required when communicating electronically about
a client record, i.e., requesting assistance from the help desk).
o Enrollments - To view the list of current and past enrollments the client has
accessed.
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Iy Find Client
& Intake
& Crisis Call Workflow
Case Management
w (lient Dashboard
a r Edit Client
2 Ciient Photo
&= Client Files
["’: Document Check
FE interested Others
[ Case Managers
Motifications
¢ Alias History
@ Address History
Q Demographics Report
4 1§ Family Members
+ %= Family History
» & Assessments
| Crimes
I Protection Orders
™ Enroliments
4 ,'_—__‘T' Services

B Quick Services

Q Standard Intake

o Referrals
M Case Notes
Crisis Calls

Paused Workfiows
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e (Case Manager Assignments - To manage case manager assignments for specific enrollments.
e Services - To add, edit or remove services associated with your project enrollment.

CLIENT RECORD
The client record is broken up into sections with case management tools to help you easily find client

information and manage progra m enrollments, services, case notes, and more.

1. At the very top of the client record, you will see the client’s basic information and demographics as
shown below. You can find the client ID number, which is automatically assigned to the record when
created, beside the client’s name at the top of the record.

‘Welcome Autumn ale (Iraining)

1" % {{f} Sleeping Beauty %E;::E ¥ A ) A )
" - 1. Basic Client Information and Demographics

BirthDate: 3, /1979 Ager 45

Name:  peauty, sleeping

Disabling Veteran:

Gender:
Condition: e No

Female

Eace:

Ethnicity:  on-pispanic/Latino

2. Enrollment Information

Sleeping’s Enrollments
Enroliment case
e s Enroll Date Exit Date Organization e Enroll ID ExitID
‘ Q Transitional Housing 2 08/10/2014 My Sample Organization 01/09/2015 22

Begin Date Status End Date Enroliment
Transitional Hou:

Case Manager
Autumn Gale 08/10/2014 Active

3. Case Assignments

service $ Total Organization

1.00 $0.00 My Sample Organization

1 = 08/12/2014 Criminal Justice/Legal Services

(L 08/10/2014 Crisis Intervention 1.00 $0.00 My Sample Organization

4. Services

2. In the center of the client record, you will see all of the client’s past and present program enrollments

as seen above.

Sleeping’s Enroliments

Gt €z Enroll Date Exit Date Organization et Enroll ID Exit ID
Members Completed
a Current
(] Transitional Housing 2 08/10/2014 My Sample Organization 0170972015 2

3 Edit Enrollment Workflow

g} Add Family Member
Status End Date Enrollment

se Manager Begin Date

View C: Memb: .
o View Case Members tumn Gale 08/10/2014 Active e e M
% Review Entry

% Update/annual Assessment

| Exit the Enroliment Service Units § Total Organization
o 14 Criminal Justice/Legal Services 1.00 $0.00 My Sample Organization
BEAE AL Crisis Intervention 1.00 $0.00 My Sample Organization

There is a blue play button or action wheel you can click on to easily manage your program enrollment.
When you click on the blue play button, a drop down list will appear where you can:
e Edit the Enrollment Workflow - You can edit information captured at entry by selecting this
option. Please note that this is not where you update client information, i.e., a change in
financial status. To update a client’s information, conduct an “Update/Annual Assessment”

to capture any changes to a client’s status since enrollment.
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¢ Add Family Member - Use this feature if a new household needs to be enrolled after an
enrollment has already been established, i.e., a new baby is born and needs to be enrolled with
Mom. Make sure you're on the head of household’s client record when adding a family member
to the enrollment.

* View Case Members - View all case members associated with the specific project enrollment.

¢ Review Entry/Exit Assessments - You can review the assessments completed at entry and
exit with this feature. This is helpful in completing missing data that was not captured at those
points in time.

¢ Conduct an Update/Annual Assessment - Use the Update/Annual Assessment to conduct
annual assessments or capture changes to a client’s status since enrollment.

e Exit the Enrollment - To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need to
only exit one household member, go to the specific household member’s client record and
conduct the exit workflow without exiting the household.

3. Case Manager Assignments are located below the enrollments section of the client record. You can
manage case manager assignments here by clicking on the “Sleeping’s Case Manager Assignments” as
outlined in red on page 7 or clicking on the little notepad beside the case manager’s name. By clicking

on the case manager assignments link, you will be taken to a screen where you can edit the status of a case
manager for a specific program enrollment or add new case managers to the client record. Clicking on the

recycle bin beside a case manager’s name will delete the case manager from the client record.

The client’s history of assigned case managers displays below. To view or edit a case manager assignment, click the Edit next to the record. To add a new case manager assignment, click the Add New. To print a list of the client's history of assigned case managers, cick Case Managers
Report.

@ Add New | ] Case Managers Report

Case Manager « Begin Date * End Date & Enroliment &
lAutumn Gale 08/10/2014 Transitional Housing

4. Services associated with a specific program enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Services” in the list of case management tools on the

left-hand side of the client record or by clicking “Sleeping’s Services” above the list of services on the
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client record. Documenting services is discussed in detail on pages 30 and 31 of this manual.

, click Quick Services. To edit or view an existing service, click Edit next to the record,

@ Add New | © Quick Services

Service & § Total & -
0822014 Criminal Justice/Legal Senvices $0.00 My Sample Organization
09/10/2014 Crisis Intervention ! $0.00 My Sample Organization

HOUSEHOLD MEMBERS

You can view household members and

1 5 S i 17 their client records by clicking on the
multi-colored family icon at the top of

NAME: geauty, sleeping

s the client record beside the client name. A

Female

Beauty, Sleeping Ace 36 self

© cac ites

drop down list will appear with all of the

ENNCIY: o iy o

current household members. You can click
on the names of the household members
in the drop down list to go directly to

his/her client record. You can also use the
“Quick Add Family Member” link in this drop down to add new household members. Please note that
you will be able to add household members during an Intake workflow as well. You may also add a
family member to an existing enrollment with the “Add Family Member” feature (described on page 7)
listed when you click on the blue play button beside your program enrollment. This will prompt you
through the new household member’s information as well as the intake workflow to include the new
household member in the enrollment. Be sure to change the date to reflect the actual date of enrollment.
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NOTIFICATIONS

ClientTrack features a “Notifications” tool on the client record that allows you to set up notifications
specific to the client, like reoccurring appointments, required documentation, client deadlines, etc. The
Notifications tool is located beside the multi-colored family icon at the top of the client record. To add a
new notification, click on the triangle with the exclamation point (!) inside of it. A drop down list will
appear and then select “Add New” to add a new notification. A new window will open where you can set

up the new notification.

Welcome Autumn Gale (Traini W Alert
[E. Notification / Alert
) Birt Date: 1 Enter the appropriate information below for the nofification / alert.

i roagiet 1" ¥ ({f] Sleeping Beauty =it Please Note: The Priority option will determine how the nofification icon is displayed when the

e Notifications Upcoming client is accessed.

Intake High (Red;
< No notifications No appointments N‘Ogm(al ‘:Yi"ow)
KD Crisis Call Workflow

[5|Open Calendar Low (Green)
Case Management Nl

< Client Dashboard Message:* |Need Application by 11/22/14
B Add Client ) Gend Notification Types* () Violence
» Ecit Client © No Contact

e ® Information

Family Members 3 m

= priritys®

Ethnici|

Begin Date: 1172172014 [75]09:00 ppy
End Date: |11/22/2014 T505.00 o

. - ing
Sleeping's Enraliments Status: [NewiPending

Enroliment Case Alert Setup - Use the fields below to determine when to show the notification. If you check Show
& Quick services Description Members Reminder, the alert will open a popup window the specified length of time before the schedule
= begins.
B siangard intake ElGtent 9
4 Refemats Transitional Housing 2 alert(s) )

s - - Time{11722/2014 [5[09.00 5py| t0[09:30 5yy| Duration{30 minutes ] (|

Case Manager

-
(g Autumn Gale

- o v
Show Reminder. ¥

LSRR 3¢ Cancel

After setting up the notification, you will notice that the triangle changes color dependent on the type of
notification you have created, and if you click on the notification icon you will see your notification
populate in the drop down.
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Entering Client Information and Managing Program
Enrollments

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to
see if there is an existing client record in the system. To search for a client, click on “Find Client” in the
upper left-hand corner of the screen as outlined in red below.

Weicome Autumn Gale (Training)
Y )
)1CI|entTrack Home e

Settings | Help | Sign Out

Birth Date: 1/1/1962
o () Vana White S50 7 01 50
ClientiD: 11640

Case Management
< Qient Dashboard
b 7 EditClient First Name:

P 1. Family Members Last Name:

sessments
Crimes

B Protection Orders

f® Enroliments
Services

Middle Name:

Social Security Number;

girth Date:

Client I

Client Type:

& Referrals

£ search

W Case Notes
Crisis Calls 1 record found.
Last Name a

White

First Name a Middle Name a SSN &

XXX-XX-0001

Birth Date a
01/01/1982

Client ID +
11640

Client Type &
Client

Paused Workfiows
Vana

It is imperative you do not enter a duplicate client record into the system in order to ensure the
accuracy and overall quality of the data. To speed the search process and reduce the chance for input
error, input as few characters as possible in the criteria fields. You may search for a client by entering the
following:

e Letters of the client first/last name (try only entering the first few letters of the name to conduct a
thorough search)

e Social Security Number

e Birth Date

e (Client ID Number

Itis important to try different options for your search. Again, it is best to ONLY enter the first few letters
of the first/last name and not rely solely on a social security number or birth date, as those
elements have a higher rate of missing or inaccurate data. Another option for searching is to search
different spellings of the client’s name and remember to search for nicknames such as “Joe” in addition to
“Joseph” or “Jen” in addition to “Jennifer.”

If the client is already in the system, highlight the client name in the search results and click on the Client
Name to select that record. The selected client’s information will be displayed at the top of the screen and
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all information entered from this point forward while on the Clients Tab will be associated with the
currently selected client.

IHCDA works to eliminate duplicate clients in ClientTrack. Please contact the DV Help Desk at
DVHelpdesk@ihcdaonline.com with clients who have multiple records in the system. When sending a
notification of duplicates or any information regarding clients to the Help Desk, please ONLY send Client ID
numbers. Client ID numbers are found to the right of the client name on the client dashboard.

. Wecms At G (T
JiClientTrack

Basic Client Information @

Complete the clients identifying information. Name and sacial security number have associated data quality fields, Data quality felds are used 1o indicate the reasan full information wasn't collected. Name and social security data quality felds allow users 1o i a
client dossn't knaw o refuses to provide information. If the required data is collected then ClientTrack automatically records that full data quality was met.

First Name: = [Vana
Lost Name:* [Whits |
Whiddfle Narma: ]
Sufx ]
Name Quality:* [Full name raported v|®
Sotial Security Number: (000 )-(11}{p001]®

Basic Client Demographics

Birth Dater+ (010111962 [ @
Client Age: 32
Date of Birth Quality:* ® Full DOB Reported
Approximate ar Partial DOB Reported
) Client doesn't know
Client refused
) Bata not collected
Ethnicity:+ [Non-Hispanic/Lating w| %
Race:s | Amencan ndian or Alacka Natrve .

If the client’s basic information has changed, you should click on the “Edit Client” case management tool
found on the left-hand side of the screen outlined in red above to make any necessary changes to the client
demographic information (i.e., birth date, ethnicity, name change, etc). **Please note that the “Save”
button will save the changes you made to the screen and leave you on the same page. The “Save &
Close” button will save the changes you have made to the screen and move you to the next one.

ADDING A NEW CLIENT WITH CRISIS CALL WORKFLOW

e
ClientTrack utilizes a specific workflow to step you through the ;:de(

process of completing all required data elements. Be sure to first | S I —
conduct a search for your client with the “Find Client” tool and iy

if your client cannot be found in the system, click on “Crisis Call ~ [SiSSSE

Workflow” under the “Clients” tab to document a crisis call and g

i Crimes

add a new client. Pt

fi= Enroliments

» & Services Enroliment
Description

& Referals

4 Current
M Case Notes

s Cals () Transitional Housing

Paused Workfows
Case Manager
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The Crisis Call Workflow will be prompted and you will be taken to the first screen where you document

the time of the call, the caller and all other important information. Some fields may require additional

information and those fields will populate if required. Please note that all fields with an asterisk * are

required data elements and must be completed before moving to the next section of the workflow process.

Click “Save” when finished.

Wielcorme futurn Gale (Training)

Senuy B0 00

Clertio: 3

When entering the caller’s name, the
system will conduct a search in the
database to double-check whether a
client record already exists for the
caller. If the client appears in the
search list, please click on the client’s
name to select that client record. If the
client does not appear in the search
list, click “Cancel” and continue
entering the caller’s information.
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Date and Time:*
Contact Type:*

Call Type:*

Deseription

911 Needed:

Caller Last Name:

Caller First Name:* |Doro

Victimization Typ

Shelter Needed?:*

oaduits
Childran:

Restriction:

[~ SELECT - v

|Cllent dosan't know |
[Ne v
[Domestic Viclance |
e vl
[

]

[02/10/2015 T 1134
® Hotine Call

) Walk-in

T
® Caller is Victim

Information
Other
) Hangup/Prank

® Resiriet 1o Organization
) Restrict to MOU/Info Ralease

Use the section crtena below to find your Cient. To narrow the search, il in more than one criteria. Social Security Number and Birth,
Dt are the best fekds to narrow your search.

£ search
b records found.
FastName o Last Name o
o Results Found

Middle Name o  SSN a Aemate Reference ID 4 BithOate o ChentiD v

Client Type &
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Review or enter the caller’s basic client information and complete all fields with an asterisk *. Click
“Finish” when completed.
o Y e

B v 1 Dorotny aae i
6 [‘Iu'h'wu..rl-'\

Middle Name: | |
sutfc ] ~
Name Quality:* [Full nama reported Ve
Social Security Number: | [{ [ |®
55N Quality:+ @ Client doesn't know
© Client Refused
) Data not collected

Alternate Reference 10

Birth Date: (017011960 [ %
Client Age: 35
Date of Birth Quality:* ® Full DOB Reported
Approximate or Partial DOB Reported
(O Chent doesn't know
) Client refused
() Data not collected

Ethnicity:* [Non-Hispanic/Latina ] %
Race:® | American Indian or Alasks Native w
dsisn A

Mative Hawaiian or Other Pacific Islander
Whte E

Gender:* [Femala ~v|®

Pregnancy status: [No_____ ]
Disabling Condition:* [N v|w
veteranstaws: [No_____ w|®
Marital Status:  |Living Together v
Citizenship: U8 Cllizen )
Primary Language:  [English _ v]

Shaw Address and Contact Information: (1 ®

Farnily Information - Use this section to collect data abiout 4 client's family. The Family search field allows you 10 search for and select an existing family account. This is appropriate when adding a family member to an existing family.

Famity [ @
T

Relationship ta Head of Household: *

TN o change: |

The next section of the Crisis Call Workflow allows you to document any referrals made. Complete the
information and you can add as many referrals as necessary with the “Add Lines” button. You can set up a
database of providers to attach to referrals, crimes, protection orders under the “Providers” tab. Providers
are covered in more detail on page 49. Click “Save & Close” when finished or “Skip” if no referrals are
made at that time.

- [ r—
)(CIicmTrack L ’

Use this form to identify multiple referrals for a client, quickly. Change the Referral Screen to filter pre-defined referrals available. To add additional referrals that are not listed, add new rows to the bottom of the form. Choose a service that the client needs and the lst of providers will
show all providers that provide that service.

Referral Date:* [08/08/2014 [
Referting Provider Name: [My Sample Organizationdy
Referring Location:  [0S1 v|
A Referring User:  [Autumn Gale *
Referral Screen:* [Preferred Providers |

¥ Referral Status* &

Service* & Provider Name Telephone a Stresta  Citya  Statea  ZipCodea Restriction @ »
& [Reforral Made v| [Logal Counsaling vl o [Restrict to Organization v "
[J [-SELECT- ¥| [~ SELECT ~ Ay |Restrict to Organization V!

Welcome Autumn Gale (Training)

This completes the Crisis Call Workflow and you will be

- X IHCDA DV Hotline Call Wx&'?ﬂmealg %ﬁm ;:vww
prompted to “Finish” the workflow to close it and document

‘ou're done!

All required steps have been completed.

the call under “Crisis Calls” in the list of case management

% Finish
Gose the workfion

tools on the client’s record.
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You can manage and review a client’s crisis calls by clicking on “Crisis Calls” in the list of case management
tools to the left of the client record. To review or edit a call, click on the little notepad beside the specific
call. You can remove crisis calls by clicking on the recycle bin beside the call. Please note this will delete the
call from the client’s record.

Wiekcoms Auumn Gale (Trsining)

@ Add New Call

Call Date/Time = Client Name & Caller Name &
0211072015 1134AM |Gale, Dorothy Gale, Dorothy

ADDING A NEW CLIENT WITH PROGRAM ENROLLMENT
ClientTrack utilizes a specific workflow to step you through the process of completing all required

assessments at entry and discharge. The workflow is easy to use and it automatically prompts you for the
necessary information.

Enter your client’s first and last name and click “Next.”

‘Weicome Autumn Gale (Training)
Y
)1CI|entTrack' Home [ P

= Birth Date:
4% 3 () van White 5S¢
- Siin:

& [B. Client Information

Search Existing Clients Basic Client Information

Search Existing Clients @
The first step in adding a new client is to search existing client records for possible matches to avoid duplicate entry. Enter partial identifying information on the client, and then click Next to search from existing client records.
«  Ifthe system finds no potential matches, you will be taken directly to Step 2.

«  Ifthe system finds potential maiches, the search results wil display below. If an accurate match appears, select and open that existing client record by clicking on that row.
If there are no accurate matches, click Next again to continue to Step 2 in adding a new client record

First Name:  [van

3 il x
& aient Phote Last Name:  |whi|
i Client Files Social Security Number: HH ]
F/ Document check Birth Date: Eﬂ

EE interested Others

[ Cose Managers

Notifications

& Aias History
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After conducting a search for the client in the system to ensure an existing client record does not already
exist, you can add a new client record by selecting “Intake” in the upper left-hand corner of the screen
found under “Find Client” (outlined in red above). Then choose “Add New Client” when prompted as seen

below.

Welcome Autumn Gale (Training)
Y )
)a ClientTrack Home o

Birth Date: 1/1/1982
3 000~

X & jite Soh: 110001
= &'d"nw“‘ CiientiD: 11640

@ Add or Edit

Do you want to add a new client or use the selected client?

Settings Helj Sign Out Ya
ras| e[ Yv13

D Add a new client

ﬁ? Use the current client

QSe\e(t another client

Case Management

w

If a duplicate client already exists and was not identified during the client lookup, a warning in red letters
will be displayed. It is very important to review the displayed list. If the client is already in the system, click
the client’s name to select the existing client record. If the client you are entering is a new client, do not
select a client in the displayed list, click “Next” to proceed with the intake process.

Search Exlsting Clients

Please address the following:

O fisase roview the it helow foc oatensial duplcates. Cick beat i s s not a duslicate)

Search Existing Clients @

The first step in adding a new cllent ks to search existing clent records for possible matches to avold duplicate entry. Enter partal identifying information on the cient, and then click Next to search from existing client records

I the systom finds na potential matches, you will be taken directy to Step 2
I the systm finds potontial matches, the search results willdisplay below. f an accurate match appears, selact and open that existing client record by clicking on that row.

« Hithere are no . chick Next again Step 2 In adding a

First Name: (I ]
wsthame; ]
7
social Security Number: | H |
Birth Date: [ i}
1 record found.

First Name Last Name & Social Security Number Birth Date «
vana white 000-11-0001 01011982
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Add the client’s basic information including date of birth, social security number, demographics, disabling
condition, Veteran status and address. Click “Finish” when the client’s basic information is complete.
Please note that all of the data elements are self-declared by the client and not attributed by the
case manager or data entry personnel. Please do not make up information or answer for the client.

Welcome Autumn Gale (Training)
o ,
)a ClientTrack Home prvee
0% ~ | EBirih Date: 1/1/1982
d’ /1 ¥ {ff} Vana White s - 000-11-0001
& [E Client Information

Basic Client Information
Basic Client Information @
Complete the client's identifying information. Name and social security number have associated data quality fields. Data quality fields are used to indicate the reason full information wasn't

collected. Name and social security number data quality fields allow users to indicate when a client doesn't know or refuses to provide information. If the required data is collected then
ClientTrack automatically records that full data quality was met.

First Name:*
Last Name: ™

»
¥+ Family Members Middle Name:

b B Assessments Suffix:

M Crimes Name Quality:* | Full name reported

I Protection Orders Social Security Number: " @

& Enrolimerts

— Basic Client Demographics
¥ & services

& Referals Birth Date; [01/01/1982 [5@

M Case Notes Client Age: 32
Crisis Calls Date of Birth Quality:* @ Full DOB Reported
O Approximate or Partial DOB Reported
© Client doesn't know
) Client refused
() Data not collected

Ethnicity:* | Non-HispaniciLatino ¥ L]

Paused Workfiows

80 case Mananement
avascriptvoid(_doPostBack(’_Page’ WORKFLOW-922);

Definitions of Basic Client Information Requirements

o First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable
elements. Add this information to the alias field.)

e Last Name - Legal last name

e Social Security Number (SSN) - If the client doesn’t know or refuses to provide their SSN, DO
NOT under any circumstance, enter a fake social security number such as 123-45-6789 or 999-99-
9999. Select the data quality option that best reflects the client’s response.

e Birth Date - Month, day and year the client was born. Again, do not make up a birth date. Choose
the appropriate data quality option that best reflects the client’s response.

o Ethnicity - Hispanic/Latino origin includes individuals of Cuban, Mexican, Puerto Rican, South or
Central American origin.

e Race - A person can identify with multiple races and this is a multi-select box that allows for
multiple races to be checked at once.

e Gender - Select gender with which the client identifies.

e Disabling Condition - Select the appropriate response as reported by the client.

e Veteran Status - Select the appropriate response as reported by the client. If you select “Yes” for
Veteran Status here, you will be prompted in the workflow to complete the Veterans Assessment.

Page 17 : Updated March 2015



CLIENTTRACK USER MANUAL

e Family - Do NOT enter anything in the “Family” field. ClientTrack will create a household/family
account.

o Relationship to Head of Household - When entering the first client in the household, the system
will default to “Self.” It is imperative this information is entered correctly for ALL household
members. Otherwise, your reports will not accurately reflect the clients and household make-up.

e Address - Add the address where the client currently resides (emergency shelter, etc.). If the
client enters emergency shelter, you should use their previous address.

Adding Household Members

Next you will add any additional household members to include for the program enrollment or services. To
add household members, click on the empty box and complete the row of information (name, birth date,
etc.) for the new household member. You can tab through the fields to complete the required information,
and you can add any number of household members at this time by repeating these steps.
o [ e
X 0 ¢ 15 Vana White S o0 5o

é iFami\y Members

The selected client's family members are displayed below. You may search for existing clients to add to this family or add new clients to the database and associate them with this family.

It's important to note that family members are the people who the client is related to. Family isn't always the same as a client's household. According to HUD "[a] household is a single individual or

a group of persons who apply together te a continuum project for assistance and who live together in one dwelling unit (cr, for persons whe are not housed, who would live together in one
dwelling unit if they were housed." (Data Manual)

This workflow will allow you to enroll all family members or select which family members you want to enroll.

3 records found.

— First Middle  Last Other Gender Birth Dat
@ . . . R
~ Name & Name & Name a Name Quality” « Gender” please specify & Birth Date* & Age o jajjpye

#I lanis Joplin Full name reported ¥ | |Female 01/01/1952 62 | Full DOY
P P

# Vana White | Full name reported v | |Female 01/01/1982 [ 32 | Full DO

# Sunny Shine | Full name reported v | |Female 01/01/2012 5] 2 | Full DO

= enrollments (=] \4‘ | - SELECT - v ||~ SELECT - [E /A

i Protection Orders

Referrals e
i Add Lines
M Case Notes

<

Crisis Calls

The system will automatically conduct a search for

®, search
the new household member after you enter the first 8, Find clent L4 _
Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Seeurity Number and Birth
. Date are the best fields to narrow your search.
and last name. If the new household member is ’
already in the system, click on the appropriate name e
. - . . Middle Name:
in the search list that appears in the new window to socalsecurty number: [ JL T
. . . Birth Date: :
attach the existing client record to the household. If e E—
Client Type:
the household member is a new client, click on

“Cancel” in the search window and proceed
entering the new household’s information in the
required data fields. Click “Save & Close” when
finished adding household members.
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Program Enrollment

Programs vary in their data requirements and ClientTrack will prompt you through the workflow to collect
all of the required HUD data elements for your specific program. Please note that all fields with an asterisk
* are required data fields and you will not be able to proceed in the workflow until all of the required
information is completed.

Select your “Program” with the drop down box and then select which household members to enroll by
clicking on the box beside the client name. If a check mark appears by a client name on the program
enrollment screen (as seen below), the client will be enrolled in your program. You can de-select a client by
clicking on the check mark beside his/her name to remove the check mark and ensure the client is not
enrolled.

Welcome Autumn Gale (Training)
o
)ACI ientTrack Home o

program:* | Transitional Housing v | &
Case Autumn Gale ‘\..;‘@

Household - Excerpt from the HMIS Data Standards Manual "2 household is a single individual or a group of persons who apply together to a continuum project for assistance and who live
Case Management together in one dwelling unit (or, for persons who are not housed, who would live together in one dwelling unit if they were housed).”

Name Gender & Age a Enrollment Date Relationship to Head of Household” &
Joplin, Janis Female 62 ]
White, Vana Female 32 12/01/2014 5
shine, Sunny Female 2 120172014 3]

1. Family Members

E® O

Assessments

W Gimes
8 Protection Orders Restriction:* ® Restrict to Organization [7]
[& Enroliments © Restrict to MOU/Info Release

Remember to change the Enrollment Date if you are back dating the information. To ensure
accurate data quality, enter all client data in a timely manner.

If you do not find your program option when enrolling a client, cancel the workflow by clicking the
black “X” in the workflow screen found in the upper left-hand corner and please notify IHCDA immediately at

DVHelpDesk@ihcdaonline.com. Program information must be set up in the system before you can begin to
enroll clients.
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Universal Data Assessment

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

Weicome Autumn Gale (Training) Settings

Help

Sign Out
Providers
Birth

Date: 1/1/1382
sk Vana White &5 880> I
- CiientiD: 11640 O

o Basic Clien - —
P Fami e I' Universal Data Assessment

Complete the information below related to the selected dient's housing status and other relevant information.

‘ Default Client's Last Assessment &/

Assessment Date;* | 12/01/2014 5]
Age at Assessment; 32
pssessment Type:

Assessor:* Autumn Gale Q
Program:* | Transitional Housing ¥

Housing Status: | Category 1- Homeless

+1. Family Members
v]

sessments

B Crimes Client Location - Select or enter the CoC code assigned to the geographic area where the head of household is staying at the time of project entry. Client location will be defaulted to the
i Protection Orders program’s CoC within & workflow.

Filter Client Location (CoC) by State:
DA Client Location: * ‘ Indiana Balance of State
& Referrals

M Case Notes

& Enroliments

i

Prior Residence - Identify the type of residence and length of stay at that residence just prior to (i.e., the night before) program admission.

Crisis G Residence Prior to Program Entry: *| Rental by client. no ongeing housing subsidy
Paused Workfiows v

Length Of Stay: «| More than three months. but less than one year v |

Length of Time on Street, in an Emergency Shelter, or Safe Haven - Dazta in this section are used, along with disabling condition, to determine whether or not a client is chrenically homeless. -
Hover over the help icon to see instructions from the HMIS Data Manual for each of these fields.

Continuously Homeless for at Least One Year” Q
MNumber of Times the Client has been Homeless in the Past Three * | 1 {homeless only this time) v ‘@
Years:

Total number of months i ly less immediately ™ [g o

prior to project entry:

Homeless Status Documented: * 9

Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.
Health Insurance: ™

Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the status appropriately.

Is
=] Type™ & Primary Status® a Reason No @) a Start Date o  End Date s Restriction @ &
a

C} | Medicaid v ®  |Actve v 11/01/2013 [5] [5] | Restrict to Organizatior
O - - e - - estrict to Organizatior,
8] SELECT SELECT R o]

& Add Lines ]

<

Definitions of Universal Data Requirements

» Assessment Date - Date the assessment was completed with the client (field will auto-fill with today’s
date).

¢ In Permanent Housing - Select “Yes” or “No” if the client is in permanent housing. This question is
only asked for ESG clients.

* Housing Status - Choose the appropriate category for the housing status of the household. More
extensive definitions can be found by clicking on the blue information circle located in the upper right-
hand of the screen beside the printer icon. There is a red box above to assist you in finding this icon.
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¢ Residence Prior to Program Entry - Identify where the client was staying on the night before the
client is enrolled in your program.

+ Length of Stay - Identify the length of stay for the residence prior to program entry.

¢ Chronic Homeless Assessment - An unaccompanied homeless individual with a disabling condition
who has either been continuously homeless for a year or more OR has had at least four (4) episodes of
homelessness in the past three (3) years. To be considered chronically homeless, persons must have
been sleeping in a place not meant for human habitation (e.g, living on the streets) and/or in
emergency shelter during that time.

* Health Insurance Assessment - Complete the required information pertaining to the client’s
insurance status.

Barriers Assessment

);/CIientTrack' WH::TEMM"QI?ZT:E:“ To select a barrier,
EX 1 w8 vanawhite 5505 click on the drop
é iﬂarriers

down box for
“Barrier Present”

Assessment Active and Change the

status to “Yes.” The
screen:*
system defaults “No”
Documentation

Help Barrier Receiving Services/  Condition is of the disability |\ @ s
&  Present?™ a Treatment & Indefinite & and severity an

for all barriers.

o

Barrier =

file Complete any
sicchol stz @ .
ﬁﬁnﬁu:ea\m o b= ol ol ol - required fields that
Develop 5
Disability @ [-SELECT- appear after
b Reteris OrugAbuse @ selecting that
W et waos @ ifi -
o Mentlvesltn @ specific barrier.
oy @ Please note that the

1

date identified is the
program enrollment

btk Case Management

date - the date the client presents to you and qualifies for enrollment. It is important to keep in mind that

clients must have at least one barrier to be eligible for some programs (such as Shelter + Care). If no
barriers are present at enrollment, click “Save & Close” without selecting any barriers.
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Domestic Violence Assessment

Complete the required information for the Domestic Violence Assessment. Please note that if domestic
violence is reported and you select “Yes” for “Domestic Violence Experience,” you will be prompted
for more information. You may also click “Skip” if the data was not collected or required.

Welcome Autumn Gale (Training) Settings | Help | Sign Out

Hon Providers
Birth Date: 1/1/1982

SR v vena e 0 I
it " CiietiD: 11640

(. E Domestic Violence Assessment of Victim

e

Domestic Violence Assessment of Victim

Legal / Crime Information

Other Information and Offender's Relationship to Victim

Domestic Violence Assessment of Victim @

w):: Domestic Violence &3 Domestic Violence Assessment

£
r
Case Management

Default Client's Last Assessment

U Assessment Active
» +%. Family Members

sessments Victim Information

W Gimes
i Protection Orders

Assessment 1+ 1200172014 4]

Is client a victim of damestic vialence:* | Yes

v

& Enroliments

When Exp Occurred: ™ ‘Within the past three months v
Services
Victimization Date:* |12/01/2014 75|

& Refemals

2

M Case Notes Age at Time of Incident:

Interviewer: | Autumn Gale

Grisis Calls

Iﬂ

Assessment Description :  |Initial Intake

Paused Workfiows

Domestic Violence - This is where you put in your additionzl Help

Interview Type: @ In-Person
© Phone Call Only

Physical:
Sexual:
Psychological:
Weapen Used: -
Associated with DV - Alcohol:
Associated with DV - Drugs: | Yes, By Abuser ¥
Length of Violent Relatienship: Under 1 Year ¥

Sexual Assault

Sexual Assault Type:
Sexual Assault Type :
Sexual Assault Location :

Length Before Contact:
Survivor History

Survivor of Incest:
Other Child Sexual Abuse:

oo R =<t O0®
w v o B w
m |m | m m m
C-lc e ==
m |m||m m = m
ollalla o i
] &4
D ]

2
<
«
<
“
“

> Next
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Domestic Violence Assessment Continued

Complete the requested information, noting that all fields with an asterisk * are required data elements.
You may also click “Skip” if the data was not collected or required.

)/
iClientTrack Home [WSICH Providers
Intake X O oy e R
~ . & d MBS ClientlD: 11640

(3 [ Domestic Violence Assessment of Victim

Domestic Violence Assessment of Victim Other Information and Offender’s Relationship to Victim Legal / Crime Information

Other Information and Offender's Relationship to Victim @

Other Information

O8N ®

Child Abuse :
Physical Abuse :

Psychological Abuse:
Child Witnessed Abuse:
Abuse through Neglect:  [J
Assessments Other Type of Abuse:
W Gimes
i Protection Orders Offender’s Relationship to Victim
— Relationship to Victim: | Inimate Partner
B Services
b Refemals
M Case Notes
Crisis Calls
Paused Workflows

)tk Case Management bl 20l b Skip

N ‘Weicome Autumn Gale (Training) Settings  Help | Sign Out
)( . :
iClientTrack Home oo

~ . Birth Date: 1/1/1982
u x&ld Vana White S5i: 000-11-0001
= Clienti; 11640

Domestic Violence Assessment of Victim

Domestic Violence Assessment of Victim ‘Other Information and Offender’s Relationship te Victim Legal / Crime Information

Legal / Crime Information @

Violence
Legal Information - Enter the legal information relative to the specific victim situation below.

Law Enforcement Called:
Case Management

@

II
©
& |5
“
.

Abuser Arrested:

=<
®
b
-

5 Incident Report Filed :
= . Signer of Report : | Law Enforcement ¥
» <L Family Members

Assessments. Legal / Resolution - Please check all that apply.
B crimes

Criminal Cemplaint Filed :

Went to Court:

W Protection Orders

& Enroliments

Convicted:
Services

Civil Resolution:

& Refemals

=~

No Legal Resolution :
M Case Notes Restriction:* @ Restrict to Organization (2]
Crisis Calls & Restrict to MOU/Info Release

Paused Workfiows

Case Management 44 Previous IRNELIE
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Financial Assessment

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the
provided drop down lists. If the status for either of these financial sources is “Yes,” you will be prompted to
provide more information on the “Type” (definitions on next page) of income/benefit and the amount
(enter monthly amount) with the list that appears below the status after selecting “Yes.” Please note that
Non-Cash Benefits will appear below Income and you will need to scroll down to input that information.

Also input any income a child may receive (i.e., SSDI) on the head of household’s income/benefits
information. You will not complete a Financial Assessment for children in the household.

5 Weicome Autumn Gale (Training) e — =
)/ R ) i v. 13
iClientTrack Home Providers
Intake e ~ | Birih Date: 17171982
S _ X /0w Vana White 52 T S5 o
ent Infor -
G E Income and Sources, Non-Cash Benefits

Default Last Assessment

Assessment Active

Assessment Date:”  [12/01/2014 [a)

Income from Any Source:™ | Yes v |9

Non-Cash Benefits from Any Source:* v

Family Members

sessments 0 Type = Description 4 Monthly o ciriction @ a

Amount &

Earned Income (i.e., employment income) Part-time employment $800.00 | Restrict to Organization v

Unemployment Insurance Restrict to Organization

W Gimes

B Protection Orders

I A O o R o A

& Enroliments

Supplemental Security Income (S51) Restrict to Organization

& Referrals Social Security Disability Income (SSDI) Restrict to Organization

M Case Notes

Veteran's Disability Payment Restrict to Organization
Crisis Calls

Private Disability Insurance Restrict to Organization
Paused Workfiows

Worker's Compensation Restrict to Organization

Temporary Assistance for Needy Families (TANF) Restrict to Organization

Count/Total Monthly Income: $800.00

LA Case Management ™=, Save and Close

Definitions of Sources of Income
¢ Earned Income - Employment income

e Self-Employment - Income earned by individual who work for themselves

+ Unemployment Insurance - Unemployment benefits from the State

Worker’s Compensation - Income for an individual who has been injured on the job
e Other Pension - Cash payment made from a private employer

*  Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

¢ Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

¢ Retirement (Social Security) - Income payment provided by government for individuals who qualify

e Veteran’s Pension - Cash payment made by the Department of Veteran’s Affairs
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Definitions of Sources of Income Continued

* VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

+ VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially gainful
occupation.

¢ TANF -Temporary Assistance for Needy Families
e Child Support - Income received from one parent to another to care for children
e Other Income - Any income not previously listed
5 Welcome Autumn Gale (Training)
)f ClientTrack Home o
RS A %3 Vana White S5 50 oo
é E Income and Sources, Non-Cash Benefits

- Monthly ) B}
Description a Amount 4 Restriction @ -~

Non-Cash Benefits

N Monthly .
Type - Description a Amount . Restriction @ -

Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) SNAP $220.00 | Restrict to Organization v [}

MEDICAID Restrict to Organization

Case Management

“

MEDICARE Restrict to Organization

¥ ¥ Family Members Special Supplemental Nutrition Pragram for Women, Infants, and Children (WIC) Restrict to Organization
sessments

W Gimes

0000000 DDD®

Veteran's Administration Medical Services Restrict to Organization

TANF Child Care Services Restrict to Organization
I Protection Orders

= TANF Transportation Services Restrict to Organization
 Enroliments

Other TANF-funded Services Restrict to Organization

& Referals

M Case Notes

Section 8, Public Housing, or Other Ongoing Rental Assistance Restrict to Organization

Other Source Restrict to Organization

Temporary rental assistance Restrict to Organization
Paused Workfiows
Count/Total Monthly Income: $220.00

Restriction:* @ Restrict to Organization [7]

e o
)tk Case Management =, Save and Close

Definitions of Non-Cash Benefits
+ Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

*  Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

»  TANF Child Care Services - Child care funding assistance
¢ Other TANF Funded Services

o Section 8, Public Housing or Other Rental Assistance - Low- and moderate-income housing
subsidized by the federal Department of Housing and Urban Development.

o Temporary Rental Assistance (RRH) - ESG rental assistance

e Other Source - Any source not previously listed above.
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Adult Education Assessment

Weicome Autumn Gale (Training)

F.,d Complete the required
BX A % ) vana White S5 000 information on the Adult

ClientiD: 11640 _

);(ClientTrack'

é B Adult Education Assessment Education Assessment. An

Indicate if the client is enrolled in an education or training program or working toward a degree at the time of assessment. Indicate
apprenticeship. Select Highest Grade Completed. If the client has completed a high school diploma or above, select the secondary

education assessment will

w): Education
B . .
£ PerTeRT and child in the household.

Assessment Date Click “Save” to continue in

Currently in school / Working on Degree:* | No v
Received Vocational Training/Apprenticeship :* | No v the WOI‘kﬂOW.
Highest Grade Completed :*

‘ Default Client's Last Assessment & be prompted for eaCh adUIt

rE

Case Management

Secondary Education :* ¥ None - @
Associates Degree
Bachelors
Masters
Doctorate
Pitar meadiistafment

. O] i
Referrals Restriction : © Restrict to Organization @
© Restrict to MOU/Info Release

Anal Aanras

Crisis Calls

Legal Assessment

Complete the requested

Welcome Autumn Gale (Training)
Y
)ACI ientTrack Home pronoe

Birth Date: 1/1/1952
ux ana White 5i: 000-11-0001
. A'd MO S G

information, noting that all

fields with an asterisk * are & [ o3 Assessment

Legal Assessment - Describe the Client's current legal situation.

required data elements. You

may also click “Skip” if the data

is not collected or required.

Assessment Active

Date of Assessment:* | 12/01/2014 [T

Assessment Description:  |Initial Intake

Legal Situations - Are you currently involved in any of the following legal situations?

Divorce:

Eviction:
M Protection Orders Bill Collector:
- .

W= Enroliments Pending Criminal Charges:

Order of Protection:
o Refemals Probation / Parole:
Custady Issues:

Child or Spousal Support:

Paused Workfiows

Warrant for Arrest:
CPS Involvement:
Other:

DoDDeeEDeEO0DDOO
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Transportation

‘Weicome Autumn Gale (Training)
entTrack” Home [WSITCH FProviders
Birth

Date: 1/1/1382
Vana White 554 -11-0001
ClientlD: 11640

Assessment

Complete the requested
information, noting that all

‘ Default Client's Last Assessment @

fields with an asterisk * are

required data elements. YOLI : w), Transportation It Assessment Active
13
. « o/ Assessment Date:
may alSO Clle Sklp lfthe CaseManagement- Primary Transit Means:

data is not collected or » i Vehicle - In the section below, enter details about the client’s vehicle if they have one.

. » 1 Family Members
I'equn'ed. vehicle Ownership: |~ SELECT - ¥
— Vehicle Make:
Vehicle Model:

M Protection Orders
Vehicle Year:
f& Enroliments :l

Vehicle Description:

& Refemals i
M Case Notes Vehicle Condition: |- SELECT - M

Crisis Calls Vehicle Condition Description:

Paused Workflows

Registered State: |~ SELECT - v
License Plate Number:

{th, Case Management

Universal Data Assessment for Child

Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice
that the child’s assessment does not require as much information as the adult’s assessment. Click “Save”
when finished with the assessment to continue in the workflow.

.( Welcome Autumn Gale (Training) Settings | Help | Sign Out
)AcllentTrack'

. Birih Date: 1/1/2012
Sunny Shine 551 -22-2200
ClientiD; 11642

Complete the infarmation below related to the selected client's housing status and other relevant information.

| Default Client's Last Assessment &

Assessment Dater |12/01/2014 [T5]

Age at Assessment: 2

Assessor:”  Autumn Gale \
Program:~ | Transitional Housing v |

Housing Status: \ Category 4 - Fleeing domestic violence v ‘

Health Insurance - Please indicate whether or not the client is coverad by health insurance. If so, you will ke able to record health insurance sources for the client.

M Protection Orders
Health nsurance:

& Enrolments

@ Copy Head of Family Insurance Sources

Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the status appropriately.

Crisis Calls

Paused Workfiows s
Type” & Primary Status” a Reason No @ a Start Date &  End Datea  Restriction @ a

a

| State Children's Health Insurance Program S-CHIP v ®  [Acive 11/0172013 7] T | Restrict to Organizatior +

fi A Case Management
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Barriers Assessment for Child

)aCIlentTrack'
U7X A 9 (1} Sunny Shine
é iBarriers

Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to review prev|

Welcome Autumn Gale (Training)

Home Providers

Birth Date: 1/1/2012
SS5N: 222222200
ClientiD; 11642

Assessment Active

Default Last Assessment
Screen;” | HMIS Barriers ¥

Family Members

Dacumentation

of the disability How Con
and severity an

file &

sessments Help Barrier

A  Present? a

@ |-SELECT- v
Services = Chronic Health
- Condition 9 SELECT T

Referrals

Condition is
Indefinite a

Receiving Services /
Treatment &

(=] Barrier -
B Crimes

M Protection Orders

& Enoliments g Alcohol Abuse

D
] — —
M Case Notes Disability (2] SELECT v
e Caly g Drug Abuse @ [~ SELECT— i
R~ O HIV/AIDS @ [-SELECT- v

Mental Health @ |- SELECT — v

a

gk Case Management

Child Education Assessment

Welcome Autumn Gale (Training)
Y )
)ACI ientTrack
i x ~ . Birth Date: 1/1(&0!2
&ld Sunny Shine as‘_l:"mnr %%éz 2200

€ [ Child Education Assessment

Home Providers

Intake

Indicate if the child is currently enrolled in school at the time of assessment. If the child is enrolled, select the type of school and ent]
last enroliment and reasons why the child is not enrolled. Enter any additional comments.

Default Last Assessment

wh Child Education 5y Assessment Adve

Assessment Date:* | 12/01/2014 [T4]
Highest Grade Completed:* | No School Completed v

Case Management

Current Enrollment Status :* 9 ves
Edit Clie 0 No
Family Members < Don't Know
sessments O Refused

B Crimes Type of School: |~ SELECT - v
M Protection Orders School Name:

Enroliments Connected with McKinney-Vento School Liaison?: |~ SELECT — ¥
= Services Comments:
& Referals )
M Case Notes Restriction: @ Restrict to Organization o

Crisis Calls

0 Restrict to MOU/Info Release
Paused Workfiows
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Complete any barrier
information for the child
you are enrolling. If no
barriers are present at
enrollment, click “Save &
Close” without changing
any barriers.

Enter the “Highest
Grade Completed” for
the child, and then select
if the child is “Currently
Enrolled in School.” The
built in logic may require
additional information
depending on how you
answer the questions.
Click “Save” when
completed.
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Completing the Intake Workflow

Welcome Autumn Gale (Training)

o Once you have completed the required entr
)fCIlentTrack' tome [ERE Froviders y p q y

assessments for your client and household

members, you will be prompted to “Finish” the

You're done!

Al required steps have befp completed. workflow. If the workflow is complete then click
E—, “Finish.” You will then be directed back to the

Close the workflow

head of household’s client record and you can see

the new enrollment under “Enrollments” on the

Case Management client record.

If you need to go back and change information entered in the workflow prior to finishing, you can click on
the specific section of the workflow you wish to return to in the workflow window that appears in the
upper left-hand corner of the client record (outlined in red). Clicking on the link beside the blue checkmark
will take you to that specific section of the workflow where you can edit information.

Pausing a Workflow

You may also “Pause” a workflow by clicking
on the pause button located in upper right-
hand corner of the workflow window beside
the black “X.” The black “X” will delete the
workflow. The pause feature will allow you to

worklow: [~ SELECT— |

Shaw Finished: [

pause the workflow at any time so you can

Description &
return to lt later. HMIS 2014 Program Data Beauty, Sleeping

| Jg= Resume
W Restart

) Delete Paused Workllow

To resume a paused workflow, click on
“Paused Workflows” at the bottom of the
list of case management tools located on the

left-hand side of the client record. Then click on the blue play button beside your paused workflow to
select “Resume” in the drop down. This will take you to where you paused the workflow and you can
finish your program enrollment.
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ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program
enrollment with the “Services” link located in the list of case management tools on the left-hand side of the
client record. This will open the Services window where you can “Add New” services or manage current

services.

The client's service history displays belew. To record a service, click Add New. To record multiple services, click Quick Services. To edit or view an exssting service, chck Belt next 1o the record,

@ Add New || @ Quick Services

records found,

Date + Service & Units « § Total & Organization &

08/12/2014 Criminal Justice/Legal Services 1% $0.00 My Sample Organization

08/10/2014 Criss Intervention 100 5000 My Sample Organization

To document a new services, click on “Add New.” You will see the Services home screen where you select
the enrollment associated with the service and the service provided. You can also enter units (1.00 unit =
one hour of case management or a bus pass) to track costs. The comments section can be used for
reminders; however, this is not the area to write case notes. Case Notes will be covered later in the manual.
Please note that services can be tailored to your organization’s needs. If a service does not appear in your
agency’s options, contact the help desk to request that it be added.

Enter the information about the service provided to the dlient below.

Famil Income: )

N et ncoma
Famity Mermbers: 2
Povarty Lavel: | $126083
Enroliment* (08102014 - Transional Housing |
Grant: [~ SELECT ~ v
Servica:+ [Case Management v Location: [0S |
Date:= (117112014
unitss [ 100

Unit Value:* 5000
otk $0.00
User Performing the Service: [Autumn Gale Q

Comments:

Restriction:*  ® Restrict to Organization @
) Restrict to MOUAnfo Release

When you are finished documenting a service, click on the “Save” button and you will be taken back to the
Services home screen where you can edit or delete a service you created.
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Quick Services

When you need to add more than one service and the services were provided on the same date, you can use
the “Quick Services” option to document all of the services at the same time. The “Quick Services” button
is located beside the “Add New” button on the Services home screen. With this feature you can add
multiple services to a client record at one time by selecting the “Enrollment” and checking the services
with the “Check Box” next to the service you provided.

"B seor » o T -
- :u;:" 1 ¥ 1] Jack Beanstalk S w7100 ,7‘%‘
O intsee i

CASE MANAGEMENT « Use the Service Screen lst to filter services available. You may also filter services available by Grant and/or Provider, Select the services the dlient has received and verify the Units and Unit Values.

) Cert Dashooers

» i it Cent

84k Faemity Members Service Screen:~ [DWect Services v

’? Famiy Income:

& Enroiments Mo Recert Icome:
¥ g sendces » Family Members: | 2
&) Quick Services. Poverty Levet | $1,22600
| Stanard intake
.E—u- Dater= (121022014 T
o Grant [~ SELECT — v
Provider Name: Uy

Enrollment.~ [09/01/2014 - My Fake Organization (ESGS - R10)

User Performing the Service(sy,  Autumn Gale

Location: | My Fake Organization v

unit Type a units® & Unit Value® o Total a Help &

100 322,00

Once you are finished adding multiple services click on the “Save & Close” button and you will return to
the Services home screen where you can view and manage services. Please note that some initial set up
may be required to utilize this feature. You can also tailor your services, so contact the help desk if you need
assistance with the Quick Services feature.

CASE NOTES

Timely and robust case notes assist you and other case managers at your organization in serving your
clients. Itis extremely important that meetings, calls and other relevant information regarding your client
are properly documented in case notes.

To add case notes, click on the “Case Notes” link in the list of case management tools on the left-hand side
of the screen. Click on the “Add New” button on the upper right-hand side of the screen.

The client's case y displays below. To create a

, click Add New. To view a case note, click View Case Note niext 1o the record. To preview and print case notes, check the Print box next to one or more case notes, and then click Prink Selected

@ Add New | Print Selected

Print (]« Date » Regarding a User & Organization a.

D 08/10/2014 Initial intake Autumn Gale My Sample Organization
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Any case notes created for a client are restricted to case managers within your organization. No one
outside of your agency can view your case notes.

An example of a case note is below. Templates can also be set up for housing plans or any other specific
required documentation so it can easily be drafted as a case note. Notify the help desk with any template
requests.

Entry Date:+ 081102014 1)
User.  Autumn Gale
Regarding:* |Initial Intake
Template: [Casa Note _v|
S
Case Note

Client Name: Sieeping Beaty

) Client entered DV Shelter 8/10/14 with child...

/' Design | €3 HTML @, Preview

® Restrict to Organization @
Restrict to MOUANfO Release

Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can
click on the blue folder beside a case note to review it.

You can also select case notes to print by clicking on the “Print” box located in the far column and clicking

on the “Print Selected” button beside the “Add New” button. This will print all of the “checked” case notes.

UPDATE/ANNUAL ASSESSMENT

For clients who spend longer periods of time in your program or to document any changes in your client’s
status since entry, you can conduct an “Update/Annual Assessment” formerly known as the During
Program Enrollment Assessment. This assessment is required if clients are enrolled in your program for a
year or longer, and some programs require more frequent assessments so be sure to check your program
requirements for the Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household - for example
a client gets a job and the income changes, a client receives his/her GED, or a baby is born and needs to be
added to the household and enrollment. For your convenience, the assessment has been developed as a
workflow with the following steps:

e Click on the blue play button beside your program enrollment;

e Select “Update/Annual Assessment” from the drop down list; and
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¢ Complete the required assessments prompted by the workflow and save as you go.

pres=————
- 1 40 touping Bamaty L [r—
@ Sieeping Beauty's Dashboard D

Help. | Sign Ot

Case Management

o NAME  gesyty, Sleeping Birth Date: 4 igpg AgE g
(Y . Genden Disabling Veteran:
b Clent i ] Famale Condtion: g No
b L Faity Mimiers
Ethkcity: o n-mispanicaating ROCE!  \vhitg

Last Assessment

Coolidf —— Envoll Date Exit Date Organization e Envoll 1D Bt 1D

 Current
@ Transitional Housing 2 08/10/2014 My Sample Organization 01/09/2015 2

(i et envoliment woridiow

&3 Add Family Member . - Begin Date Status End Date Envaliment
fi (B View Case Members wmn dile 08/10/2014 Active Transitional Housing

B Review Entry nssessments
E ub Update/Annual Assessment

o it the Enrollment Service Units $ Total Organization

f 014 Case Management 100 $0.00 My Sample Organization
e & 08/12/2014 Criminal Justice/Legal Services 100 $0.00 My Sample Organization

The first screen you will be taken to will review the household members and the enrollment. Click “Save”

or “No Changes” in the bottom right-hand corner to continue in the workflow.

Select the Program you are enrolling the client into. ClientTrack will display a list of clients in the| Ony Programs with a valid HMIS Project Type appear here.
Due to the large number of conditional data collection elements t is not possible to change a program once the enrollment record has been created.

While creating the enroliment you will see the program field disabled when household members are selected. The program field can be changed when no household members are selected.

Program:* Transitional Housing W/
Case Manager: [Autumn Gale ¢

Household - Excerpt from the HMIS Data Stondords Manual *A household is a single individual or a group of persons who apply together to a continuum project for assistance and who live together in one dwelling unit (or, for persons who are not housed, who would live together in one
Case Management & dwelling unit if they were housed)."

Name & Gender Age & Enroliment Date & Relationship to Head of Household" &
Beauty, Sleeping Famale % 081102014 7] [Soit v
Beauty, Rapunzel Female ) 08/10/2014 [ [Daughter v|
2
Restriction:*  ® Restrict to Organization (7]

Restrict to MOU/Info Release
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Universal Data Assessment

You will then review the head of household’s universal data where you can document any changes. Please
note that you can change the assessment date at the top of the screen to reflect the actual date of the

assessment if done at another time.

1o the selected status and

Defautt Clients Last Assessment o
Assessment Date;= [111182014 75

ageat Assessment: 35
Assessor® |Autumn Gale N
Program;= | Transitional Housing |

Clisnt Location - Select or enter the CoC code assigned to the hic area where i time of project entry. Client location wil be defaulted to the program’s CoC within a workflow.

Filter Client Location (Co) by State: [Indiana v

Client Location;* [Indiana Balance of Stata. ~

Health Insurance - Pieas indicate whether or not the hent is covered by health insurance. If so, you will be able to record health insurance sources for the dient.
Health insurance: [Yes ~

Note on Existing Sources - If a client had an insurance saurce but na langer has it. Please enter an end date and update the status appropriately.

[m] Type® - Is Primary & Status® Reasan No @ o Start Date a End Date a Restriction @) &
(z] [Msdicars > ) Adlive v = ] Restictto Organization 7 ")
S| SeLECT < = R T —
Yes
@addlines [ 1]
Restriction:* ® Restrict to Organization 7]

) Restrict to MOU/Info Release

§i), Case Management

Barriers Assessment

. Welcae Aubumn Gae Taing)
JiClientTrack Previders

1 %) Steeping Besuty 50 B

Review the HMIS Barriers and

make any changes necessary. You

may use the “Default Last

Assessment” button at the top of

the screen if the data that was

Barrier Receiving Services / Condition is

Barrier Help Documentation of

= Present?” & Treatment a Indefinite &
entered on the last assessment has ] Weonolsbuse 1@ [Ho v
(%) Chrenic Health Condition (7] No v
i isi @ 0 - o [ v
remained the same. This is a . — M =
. I~ (7] No |
helpful feature if an assessment s b =
(4] Physical Disability (7] No |

requires significant data entry. It

will populate all of the

information previously entered for you. Click “Save & Close” if no barriers are present.
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Domestic Violence Assessment

Review the Domestic Violent assessment for the head of household and document any changes. You may
click on the “Default Last Assessment” button at the top of the assessment to populate the client’s

information. Be sure to scroll down and click “Save and Close” when finished.

Domestic Viokence Assessment of Victim Other Information and Offender's Relationship to Victim Legal / Crithe nformation
Asessment Active a

Victim Information

Assessmant s (111872014 [
15 client a victim of domestic violence:* [You ]
When Exp Occurred:* | Thres 1o six months ago (exchuding six months exactly) |
Victimization Date:+ (1172412014 [
Age at Time of incident: 35
Interviewer Q,
Assessment Description: |

Domestic Vielenee - This is where you put in your additional Help

Interview Type: ) In-Pérson

Phone Call Only
Physical: K2
seat [
paychotogical: [
Weapon Used: [~ SELECT -~ |
Associated with DV - Alcohol: [~ SELECT - v
Associated with OV - Drugs: |~ SELECT - w|
Length of Violent Relationship: [~ SELECT - w]
Seal Assault Type: [~ SELECT — v
Sexusl Assault Type: [~ SELECT v|
Sexual Assault Location ; [~ SELECT v
Length Before Contact: [~ SELECT~ v

Survivor History

Survivor of Incest: [

Other child Sexual Abuse: [

Complete all of the sections of the Domestic Violence Assessment. All fields with an asterisk * are required
fields. Make any changes necessary and click “Next” to prompt through the assessment. Once all of the

Domestic Violence Assessment has been completed, click “Finish.”

Pre— - Enter the legal ve 10 the speciic victm situation below.
a nd ment. 2
Child abuse: L Law Enforcement Called: VH .
cAmested: [Yes Vi
Physical Abuse: & Abuser Arrested:  [Yes
o inci tFi e v
Psychological Abuse: (1 incident Report Filed es
. a: (Vi v
Chid Winessed abuse: L] Signer of Report: [Vicim

Abuse through Neglect: Logal / Resolution - Piease check all that apply.

Other Type of Abuse: [= SELECT — v —
Criminal Complaint il
Offender's Relationship to Victim Wentto Court: L
Relationship to Victim: [Intimate Pariner _ + Convicted:

Covi Resolution
NoLegal Resolution: [
Restriction:* @ Restrict 1o Organization ]
Restrict to MOU/info Release
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Financial Assessment

Review the Financial information for the head of household and document any changes to the household
income. Be sure to scroll down to complete the Non-Cash Benefits if applicable and click “Save and Close”

when finished.

Indicate below the client's sources of menthly income, non-cash benefits and expenses.

The following instructions are quoted from the HMIS Data Manual:

+ When a client has income. but does ot know the exact amount, a *Yes" respanse should be recorded for both the overall income question and the specific source. and the income amount should be estimated.

+ Income received by or on behalf of a minor ehild should be recorded as part of household income under the Head of Household, unless the federal funder in the HMIS Program Specific Manual instructs otherwise. Income should be recorded at the client-level for heads of
household and adult household members. Projects may choose to collect this information for all household members including minor children, as long as this does not te reporting per funder Projects collecting data through client interviews
should ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of income they receive

+ Income data should be recorded only for sources of income that are current as of the information date (1. have not been specifically terminated). As an example, i a client's employment has been terminated and the client has not yet secured additional employment, the response
for Eamed income would be *No.* As a further example, if a client's most recent paycheck was 2 weeks ago from a job in which the client was working full time for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an hour, record the income from the
job the client has at the time data are collected (. 20 hours at $12.00 an hour).

Defout Last Assessment |

Assessment Date:* (1111812014 []

Income from Any Source:* | Yes v|w
Non-Cash Benefits from Any Source:* |Yes Ve
Type Description & Aol Restriction @ &
Eamed Income (Le. employment income) [Restrict to Organization v|
Unemployment Insurance Restrict 1o Organization v|
Supplemental Security Income (SS1) [Restrict to Organization v|
Social Security Disability Income (SSO1) [Restrict to Organization v|
Veteran's Disability Payment Restrict to Organization V|
Private Disability Insurance [Reatict 1o Organization V|
Worker's Compensation Restrict fo Organization v|
Temporary Assistance for Needy Families (TANF) [Restrict to Organization v|
General Assistance [Restrict 1o Organization v|
Retirement income from Social Security [Restrict to Organization v|

Veteran's pension [Restict o Organization V|
Count/Total Monthly Income: $0.00

Adult Education Assessment

Complete the Adult Education
Assessment. Remember that all fields

indicate if the client is enrolled in an education or training Program or working toward a degree at the time of assessment. Indicate if the client has completed vocational training o rec
diploma or above, select the secondary education degree(s) the client has eamed.

with an asterisk * are required. The

Dofaull Cllonfs Last Assassmant w |

“Default Client’s Last Assessment”

Assessment Date:+ 1171820141
1

Currently in School / Working on Degree:* [No vl

will populate information from the

Received Vocational Training/Apprenticeship :* [No v]
Highest Grade Completed 1+ [High school diploma v

previous assessment completed and is
helpful if the client’s information has B
not changed. Click “Save” when

finished.

Restriction

) Restrict to MOU/info Release
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Legal Assessment

Complete the requested information,
noting that all fields with an asterisk *
are required data elements. You may
also click “Skip” if the data is not
collected or required.

Transportation Assessment

Complete the requested information,
noting that all fields with an asterisk *
are required data elements. You may
also click “Skip” if the data is not
collected or required.
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. prom———
JiClientTrack .

Date of Assessment: 11182014 [

Assessment Description :

ng legal situations?

Ovorce:  [J

Bvicton: (]

8ill Coliector: [

Pending Criminal Charges: [
Order of Protection: [
Probation / Parole: [
Custody tssues: 1

Child or Spousal support: [
Warrant for Amest: (]

cPs involvement: [

Other: [

D You Curently Have Legal Representation: L1
How Many Days, Past 30 Days, experiencing Legal Pr ||

any other Legal you aware of.

Legal Description Notes: |

resticion:+ © Remictto Orguiasion @
) Restrict to MOU/Info Release

. Weicome Actumn Gl Trnig)
J{ClientTrack e Provide

Transportation Assessment

Defauh Client's Last Assessment

Assessment Date; (11182014
Primary Transit Means: |[Ride from Frienda/Famity v

Vehicle - in the section below, enter details about the client's vehice if they have one.
Vehicle Ownerstip: [Bormowed |
Vehicle Make: ]
Vehicle Modet:
Vehicle Year:

Vehicle Description:

Vehicle Condtion: |~ SELECT — v

Vehicle Condition Description: |

Registered State: |- SELECT - V]
License Piate Nomber: ||
wsusncecompany: [ |

Insurance Renewal Date: fic)

Drivers License - If the client has a driver's license, please enter this information in the section below. If they do not have a driver's license, skip this section,

License Number: | ]
license State: [~ SELECT - ]
License Expration Date: | [
Restriction:* @ Restrict to Organization o
) Restrict to MOU/info Release
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Universal Data Assessment for Child

After completing all of the updated assessments for the head of household, you will be prompted through
the assessments for all enrolled household members. The adult assessments will look like the head of
household’s assessments. The Update/Annual Assessment will look differently for children.

= . Vivicome Autumn -
JClientTrack for

Assessment Date:* [02/10/2015 %)
Age at Assessment: 9
Assessment Type:* | During Program Envoliment v
Assessor:* |Autumn Gale SN
program:* | Transitional Housing V|
Health Insurance - Please indicate whether of not the client is covered by health insurance. If 50, you will be able to record heaith insurance sources for the client.
Health insurance:* | Yo Vv

@ Copy Head of Family Insurance Sources

Note on Existing Sources - If a client had an insurance source but no longer has it, Please enter an and date and update the status appropriately.

Type' & IsPrimary & Status” & Reason No ¥ a £nd Date ~ Restriction @ «
[Combinad Children's Health Insurance / Medicald Program | . [Active V| @ [Restrict to Organization v "
[~ SELECT - v| [~ SELECT ~ v| m [Restrict 1o Organization v
Yes
@Add Lines [ 1]
Restriction:* @ Restrict to Organization (7]

Restrict to MOU/Info Release

Barriers Assessment for Child

: JiClientTrack Clents
Complete the Barriers Assessment for the T Wikerery
child. If no barriers are reported, click v
9 o aous D | Use this form to identify whether a dlient has each individual barrier or not. You may, optionally, click View Barrier History to review previous barriers.
“Save & Close” to continue in the :
workflow.
Assessment Active
Default Last Assessment |
o sarer MDA et o et il e Documentaton of
“ [nicohol Abuse I v
4 Chronic Health Condition ] ||
4 Developmental Disability ] No_ v|
v Onug Abuse P —
7] HIV/AIDS ) No 2
[} Mental Health 0 NV
%4 Physical Disability () [No. vl
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Child Education Assessment

; Enter the “Highest Grade
T [ o Completed” for the child, and
then select if the child is
e — “Currently Enrolled in
School.” The built in logic may
Assessment Dates* | 111022014 75 i . . .
Highes rade Complte:[Narsery Schon o 4 e ] require additional information

Current Enrollment Status :* @ Yes

Indicate f the child is currantly enrolled in schoal at the time of assessment. |f the child is envolled, select the type of school and enter the school name. If the child is not enrolled. o

O No

© Dot depending on how you answer
e e the questions. Click “Save”
Connected with McKinney-Vento kmi,:::::. No. v | When Completed.
Restriction:  ® Restrict to Organization %]

O Restrict to MOU/Info Release

Once you have completed the required entry

SepingBemuny 24 /30
! 2l ClientiD: 5

‘ou're done!
Il required steps have been completed.

 Finish
Close the workflow

assessments for your client and household members,
you will be prompted to “Finish” the workflow. If the
workflow is complete then click “Finish.” You will
then be directed back to the head of household’s
client record.

Case Management

PROGRAM DISCHARGE
When a client has transitioned from you project or is no longer receiving services for any reason, you will
discharge the client from your program in ClientTrack with the following steps:

Welcome Auturen Gale (Trainingh e B e ey —
e e S
LA ¢
Hame:  goaury sieeping Bith DBte: 4/ 1990 Age g
Gender: Disabling veteran:
Female Condition: g No
FIAICHY:  pon-wispanic/Latin It white
Envoliment Case Last Assessment
nroll Dat it Dat rganization nroll 1D it I
Descripion Ndambess Envoll Date Exit Date Organizatior = Enroll 1D Bt ID
Q Teansitional Housing 2 08/10/2014 My Sample Organization 017082015 2
[Hg Edtit Envoliment workfiow
.m Add Family Member
Begin Date Status End Date Enroliment
L M
B View Case Members Gale 08/10/2014 Active Transitional Housing
[ Review Entry
d Update/Annual Assessment
o Exit the Enrollment Service units $ Total Organization
f Case Management 1.00 $0.00 My Sample Organization
e’ e Crimina Justica/Legal Services 100 $0.00 My Sample Organizat

e« Go to the client record;
e Click on the blue play button beside your project enrollment located in the center of the client

record;
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e Select “Exit the Enrollment” in the drop down list that appears after clicking on the blue play

button; and

e Complete the information prompted for through the exit workflow and save as you go.

On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit
Reason,” and whether to “End Case Assignment.” Please note that all fields with an asterisk * are
required. Be sure to change the exit date to reflect the actual discharge date. Click “Save” when finished.

. Weicom
JiClientTrack .

Exit Date:
Destination: *

Exit Reason:

Case Manager Assignment:

End Case Assignment

[021102015 8
[Rental by client, no ongoing housing subsidy v]

[Lof for a housing opportunity before completing program K
Autumn Gale #
e

Universal Data at Exit

You will then review the head of household’s universal data where you can document any changes. Please
note that you can change the assessment date at the top of the screen to reflect the actual date of the
assessment if entered at another time. Click “Save” when finished.

Age at Assessment:

,‘ . Complete the information below refated to the selected cliant's housing status and other relevant information.

Assessment Date:*

Assessment Type:*
Assessor:*
Program:*

| Default Client's Last Assessment @

36
omcae
Transitional Housing V|

Health Insurance - Please indicate whether or not the clent s covered by health insurance. I 30, you wil be able to record hesth insurance sources for the client.
Health insurance:*

Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the status appropriately.

[m] Type & IsPrimary & Status® & Reason No# a Start Date & End Date & Restriction @* &
VX [Medicare v - [Active 2 10/06/2014 5] juc} Resirict to Organization i
- — SELECT — | ° |~ SELECT - V| juc] ]
Yes
@Addunes [ 1]
Restriction:* @ Restrict to Organization (2]

© Restrict to MOU/Info Release
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Barriers at Exit
o —

Default Last Assessment |

‘ Samier HeD* presrtr T ina Documentation
v Alcohol Abuse 9 [No v|
v Chronic Health Condition ) [No v]
4 ) [No v|
“ Drug Abuse @ M v
~ HIV/AIDS Q [No. v
] Mental Health ) N ¥
4 Physical Disability ] [No v]

Financial Assessment at Exit

You will be required to complete the
HMIS Barriers Assessment at exit.
The built in logic may create
additional required fields. If the
client has no barriers, click on “Save
& Close” button in the lower right
hand corner.

Complete the Financial information for the head of household at exit and document any changes to the

household income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when

finished.

Indicate below the client's sources of monthly income, non-cash benefits and expenses.

The following instructions are quoted from the HMIS Data Manual:

should ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of income they receive.

job the client has at the time data are collected (L. 20 hours at $12.00 an hour),

Assessment Date:* (0211072015 [

Income from Any Source;* [Yes vje
Non-Cash Benefis from Any Source:* [Yes Ve
e Description a
£amed income (. employment income) Parttime employment at

Unemployment insurance

Supplemental Security Income (SS1)

Social Securty Disabiity Income (SSD1)
Veteran's Disability Payment

Private Disability Insurance

Worker's Compensation

Temporary Assistance for Needy Families (TANF)
General Assistance

Ratirement income from Social Security
Veteran's Pension

Count/Total Monthly income:

Definitions of Sources of Income

¢ Earned Income - Employment income

+ When a client has income, but does not know the exact amount, a *Yes response should both the overall and the specific source, and the income amount should be estimated.
+ Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household, unless the federal funder in the HMIS Program Specific Manual instructs otherwise. Income should be recorded at the client-level for heads of
household and adult household members. Projects may choose to collect this information for all household members including minor chidren, as long as this does not interfere with accurate reporting per funder requirements. Projects collecting data through client interviews

+ Income data should be recorded only for sources of income that are current as of the information date (L. have not been specifically terminated). As an example, i a client's employment has been terminated and the client has not yet secured additional employment, the response
for Eamed income would be "No.* As a further example, if a client's most recent paycheck was 2 weeks ago from a job in which the client was working fulltime for $15.00/hou, bt the chent i currently working 20 hours per week for $12.00 an hour, record the income from the

Monthly ¢ octriction @ &

Amount a
BIRITENY Festict o Organization K] "
[Restict 1o Organization V']
Restrict to Organization V)
[Restrict to Organization v]

Restrict o Organization vl
[Restrict 1o Organization v

[Restrict to Organization ]
[Reswict o O v
[Restrict fo Or v
[Restrict 1o Organization v]
Restrict to Organization v|

¢ Self-Employment - Income earned by individual who work for themselves
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Definitions of Sources of Income Continued

Unemployment Insurance - Unemployment benefits from the State
Worker’s Compensation - Income for an individual who has been injured on the job
Other Pension - Cash payment made from a private employer

Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

Retirement (Social Security) - Income payment provided by government for individuals who qualify
Veteran’s Pension - Cash payment made by the Department of Veteran’s Affairs

VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially gainful
occupation.

TANF -Temporary Assistance for Needy Families
Child Support - Income received from one parent to another to care for children

Other Income - Any income not previously listed

Non-Cash Benefits

[m Type Description & An:‘;';:":' Restriction @* «

o~ Nuts NAP) (Food Stamps) Food stamps ES2IK T Restict to Organization [v] )
] MEDICAID Restrict o Organization %
o MEDICARE [Resirict o Organization |
a Special Supplemental Nutrition Program for Women, Infants. and Children (WIC) [Restrict to Organization ~
o Veteran's Administration Medical Services [Reswict 1o Organization  ~/|
(] TANF Child Care Services [Restrict to Organization  w|
O TANF Transportation Services Restiict o Organization
o Other TANF-funded Services Restrict 1o Organization ~|
] Section 8, Public Housing, or Other Ongoing Rental Assistance [Restrict to Organization  w|
u] Other Source Restrict ta Organization ~
= Temporary rental assistance [Resiict 1o Organization /]

Count/Total Monthly Income: 1 $22000

Restriction: = ® Restctto Organization @
O Restrict to MOU/nfo Relaase

Definitions of Non-Cash Benefits

Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

TANF Child Care Services - Child care funding assistance
Other TANF Funded Services

Section 8, Public Housing or Other Rental Assistance - Low- and moderate-income housing
subsidized by the federal Department of Housing and Urban Development.
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Definitions of Non-Cash Benefits Continued

o Temporary Rental Assistance (RRH) - ESG rental assistance

¢ Other Source - Any source not previously listed above.

Adult Education Assessment at Exit

Complete the Adult Education
Assessment. Remember that all

fields with an asterisk * are

required. The “Default Client’s
Last Assessment” will populate

st e (D, information from the previous

Received Vocational Training/Apprenticeship :* [N v|

Indicate if the client s enrolled in an education o training program or working toward a degree at the time of assessment. Indicate if the client has completed vocational trair
| diploma or above, select the secondary education degree(s) the client has earmed.

vighest Grade compleed: g schos dploms V] assessment completed and is
e helpful if the client’s information
B i i has not changed. Click “Save”
i B oinlodi i AN ® when finished.

Legal Assessment at Exit

= o ——
JiClientTrack - [ -

HUD Program Ext 41 9 teaping Besuty 1 5

Complete the requested information,

noting that all fields with an asterisk *
are required data elements. You may
also click “Skip” if the data is not
collected or required.

Date of Assessment:* 021022015 [

Assessment Description :

Legal Situations - Are you currently involved in any of the following legal situations?

Oivarce:

eviction: [

Bill Coliector:

Pending Criminal Charges:
Order of Protection:
Probation / Parole:

Custody Issues:

child or Spousal Support:
Warrant for Arrest:

€PS Involvement:

gooooor

Other

Do You Currently Have Legal Representation:

10

How Many Days, Past 30 Days, experiencing Legal Pr. ||

any other Legal you think we shouid be aware of.

Legal Description Notes :

Resuiction + ® Restictto Organzation @
) Restrict to MOU/Info Release
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Transportation Assessment at Exit

e Complete the requested
nllientirac Providers
information, noting that all fields

B0t Date: 1717978

e with an asterisk * are required

(] data elements. You may also click

| ssmsmanacie “Skip” if the data is not collected
@ hssessment Date: (021102015 [ X
Primary Transit Means:  |Ride from Friends/Family v | or requ1red.

Vehicle - In the section below, enter details about the client's vehide if they have ane.

Vehicle Ownership:  [Bomowed ]

Vehicle Make: |

vemciemodet ||
Vehiclevear ||

Vehice Description: ‘

Vehicle Condition: [~ SELECT — v|

Wehicle Conition Deseription:

Registered State; |~ SELECT — /]

License Plate Number:

Insurance Company:

Insurance Renewal Date: | [ic]
Drivers License - I the client has a driver's license, please enter this information in the section below. If they do not have a driver' license, skip this section,

License Number: |

License State: [~ SELECT — ¥/
License Expiration Date: ]
Restiction:~ @ Reswictto Organization @
) Restrict to MOU/info Release

Welcome Autumn Gale (T

);’CIientTrack Home.
i i ; ; X 1\ 5 1) Staping Banuty .- 1513
Assessment, you will be asked if you wish to exit all : "X\ G stepiog mery 5,0

Once you have completed the Transportation

case members. Select “Yes” or “No” depending on @ Doveuventioed
Do you want to exit Beauty, Rapunzel?

whether all members are exited at the same time.

¥ Yes
You can exit one case member and leave other case XN
members enrolled. If you select “Yes,” you will be T
prompted through the exit assessments for all case v
members.
Exit for Child

After completing all of the exit assessments for the head of household, you will be prompted through the
exit assessments for all enrolled household members. The adult exit assessments will look like the head of
household’s assessments. The exit assessments will look differently for children.

& [ enollment Exit

To et the client from the Enrollment, enter th Exit Date and Destination.

it Date:~ Jic}

et Reason: [ \g oppartunity before compleling progam|

Case Manager Assignment:  AutumA
End Case Assignment: &1 #
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Universal Data Assessment at Exit for Child

Complete the required information on the Universal Data Assessment at exit for the child and click “Save”

to continue.

Complete the information below related to the selected client's housing status and other relevant information.

| Default Cllonts Last Assessment &

Assessment Date:* (0211012015 7

Age at Assessment: 9

Assessment Type:* [Exit v
Assessor:*|Autumn Gale
program:* [ Transitional Housing V|

Health Insurance - Please indicate whether or not the client is covered by health insurance, If 5o, you will be able to record health insurance sources for the client.

Health insurance:* [¥en v

@ Copy Head of Family Insurance Sources

Note on Existing Sources - If a client had an insurance source but no longer has It Please enter an end date and update the status appropriately.

Type' Is Primary Status® & Reason No W & Start Date & £nd Date » Restriction @ «
¥ X [Combined Children's Health Insurance / Medicaid Program v . Active v 1010622014 77 ™ Restrict 1o Organization V|
m] [~ SELECT - v [ — SELECT - v| | m Restrict 1o Organization v|
ves
@ Add Lines | 1
Restriction:+ @ Restrict to Organization @

Restrict to MOU/Info Release

Barriers Assessment at Exit for Child

Complete the Barriers Assessment for the child at exit. If no barriers are reported, click “Save & Close” to

continue in the workflow.

Use this form 1o identify whether a cient has each individual bamisr or nat. You may, aptionaly, click View Barrier History 1o review previous barriers.

FZ View Barrier History

Case Management Defaut Last Assessment |

o Bamer Helpa b g S Connnts Bocumentation of the disability and severity an fie & Explanation & Restiicion @~

@ eahol e ° b
B Cwnmcremcndinn @ a
Developmental Disability ] [No. ~| [Restrict 1o MOU/Info Release | L)l
Orug Abuse L] L
= HIV/AIDS. @ L
® Mental Health [ n
“ Physical Dbty o ”
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Child Education Assessment at Exit

Enter the “Highest Grade
Completed” for the child, and
then select if the child is

oo s oo | “Currently Enrolled in School.”

indicate if the child is currently enrolid in schoal at the time of assessmant. f the child is enrolled, select the type of schoal and enter the school name. If the child is not envolled,

The built in logic may require
additional information depending

Assessment Date: [021102015
Highest Grade Completed:* [Nursery School to dth Grade |
‘Current Entollment Status

Owm on how you answer the questions.
Type of School: Public School |
ST el Click “Save” when completed

Comments: ‘

Restriction ;  ® Restrict to Organization
O Restrict to MOLynfo Release

Completing the Exit Workflow

When you have completed all exit assessment for all
household members, you will be asked to finish the
exit workflow. Click “Finish” to complete the

‘Autumn Gale (Training)

Birth Date: 1/1

9% 1 ¥ (7 Steeping Beauty i

‘ou're done!

All required steps have been completed.

= Finish

Close the workiow

discharge for your clients.

You will then return to the client dashboard where you
can see the project exit dates now as see below. If you
have also selected “End Case Assignment” on the exit workflow, you will see that your status has changed
to “Inactive” on the client dashboard under “Case Manager Assignments.” If you forgot to click on the
box beside “End Case Assignment” during the exit workflow, you can click on the little notepad beside
your name under “Case Manager Assignments” to edit your status to “Inactive” to remove the discharged

client from your case load.

Wetcome Autueni Gate (Traneg)

Birth Date:

Case Management
NaME: gaauty, Sleeping nnere

= et Dosrooard

P Ao Clent Gender: Disabling Veteran:
: Female Condition: g 2
Bthnicity: Race:  yaie

Non-Hispanic/Latino

 Previous

o

02/10/2018

Transitional Housing 2 08/10/2014 02/1072015 My Sample Organization

Begin Date Status End Date Enroliment

Autumn Gale 08/10/2014 Inactive 02/10/2015 Transitional Housing

Date § Total Organization

1112014 Case Management 100 5000 My Sample Organization

wT
gy 08/12/2014 Criminal Justice/Legal Services 100 $0.00 My Sample Organization
L@ 08/10/2014 Crisis Intervention 100 $0.00 My Sample Organization
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To Add a Provider To Your List of Providers

e C(Click on the “Providers” tab found at the top of your screen on the upper left-hand side. You
should also see the “Home” and “Clients” tabs.

5] Locate a provider by using the selection criteria below. To get a list of all providers, leave thy iteria blank and select search. ge your search, change the selection criteria and select search.

provider:
Address:
cry:
State:

Zip Code:

provider Types [Provider |

e C(Clickon “Add New Provider” below the Search Menu in the far upper left-hand corner of the
screen. It is found under “Find Provider.”

e Complete the provider information. You must complete information that has an asterisk * before
continuing.

e C(Click “Next” in the bottom right-hand corner of the screen.

e Complete “Referral Contact” information.

e C(Click on “Finish” to complete the addition of a Provider to your searchable list. You can go back to
the previous screen if necessary by clicking on “Previous.”

After adding the provider to the provider database through the above steps, you need to complete one
more step before you can access the provider when setting up referrals and services.

You must correlate a service with the provider and you can do this by remaining on the provider record
and clicking on "Services" in the list of Menu Items found on the left-hand side of the screen. Click on "Add
Provider Service" and select a service you want correlated with the provider. You can add as many
services as you would like.

Once you have finished this final step, you will be able to select the provider when creating a referral or
service.
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Basic Reports

SERVICE SUMMARY REPORT ‘

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a
specific project. You can run a Service Summary Report a variety of ways to extract specific service
information from client records, for example services rendered in the Month of December or Case
Management Services provided for the year, etc. Most often the Service Summary Report is used to submit
for reimbursement.

To Run a Service Summary Report:

e Click on “Reports” found in the list of options in the bottom left-hand corner of your User Dashboard.

e Click on “Service Reports” found in the list of links on the left-hand side of the screen. A list of reports
should drop down after clicking on the “Service Reports” link.

e Click on “Service Summary Reports” that immediately appears under “Service Reports” with a file
folder beside it.

e Click on “Service Summary” that appears directly in the drop down beneath “Service Summary
Reports” after clicking on it.
e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

e Filtering by “Programs” - Select the “Program” you want to run a Service Summary for by
clicking on the name in the box. A green check mark should appear to show that you have
successfully selected a program. You can run multiple programs on the same report. Simply
select more than one “Program” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

¢ Selecting “Grants” - Select the “Grant” you want to run the APR for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Program(s)” you selected in the “Filter by Program(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

e Filtering by User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s) and
more - Select a variety of parameters to extract more specific service data from clients your
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organization has served. Most of these selections will allow you to select more than one option
in the box. Again, simply click on the option in the box and a green check mark will appear. To
unselect an option, click on it again and you will see the green check mark disappear.

e Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds. You can
export your report to a pdf file for email transmission or record-keeping by clicking on the pfd icon in
the upper right-hand corner of the report window.

ANNUAL PERFORMANCE REPORT (APR) ‘

The APR is a comprehensive report of your program - who you served and how you served them. It is
recommended that you run an APR often throughout the year to track missing data so that your report is
complete when it is time for the annual submission. Here are quick steps to running the report and
cleaning up missing data.

To Run an APR:
e Click on “Reports” found in the list of options in the bottom left-hand corner of your User Dashboard.

e Click on “HMIS Reports” found in the list of links on the left-hand side of the screen. A list of reports
should drop down after clicking on the “HMIS Reports” link.

¢ Select “APR for CoC Grant-Funded Programs” in the list of reports that appear in the drop down.
e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

¢ Choosing the “Grant Program” and “Grant Program Component” - Select the grant your
program is under in the drop down for “Grant Program.” This will prompt the next selection in
“Grant Program Component.” If you do not know this information, feel free to try several
selections to find the correct options for your program. You won'’t break it by choosing different
options. If you do not see the correct set up information here, contact the HMIS Help Desk by
emailing DVHelpDesk@ihcdaonline.com. Also note that “Grant Program” and “Grant Program
Component” are not required fields, so you can run the report without making these
selections, which is best done when running reports for several projects.

e Selecting “Grants” - You may see several options to choose from after selecting “Grant
Program” and “Grant Program Component.” Again, the aforementioned Grant Program and
Grant Program Component will determine the options you see in this box. Select the “Grant”
you want to run the APR for by clicking on the name in the box. A green check mark should
appear to show that you have successfully selected a grant. You can run multiple grants on the
same report. Simply select more than one “Grant” by clicking on the name in the box. Again,
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you will see the green check mark to indicate you have selected it. To unselect one, simply click
on it again and you will see the green check mark disappear.

e Clicking on “Project Type”- Select a project type with the drop down list that appears. You
may only select one “Project Type” at a time. Please note that Project Type and Program must
be selected to populate the final measurement on Q.36 of the report. You can run your report
without selecting “Project Type” and “Program,” but the measurement on the last page will not
populate data.

e Clicking on “Program(s)” - Click on the name in the box and a green check mark will appear to
show that you have successfully selected it. Multiple programs can be selected here as well like
the “Grant” parameter.

¢ Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds.

To Drill Down and Find Missing Data

After you run your report and it opens in the new window, you can click through it and see what sections of
the report show “Missing” data. To find clients who are missing data, follow these steps:

¢ Click on the blue link for that section where you are missing data, for example “Q.7 Data Quality.”
*Please note that not all sections have a link to select. You may be able to find this missing data in
another section of the report or you can contact the HMIS Help Desk for assistance.

e Another window will pop up with more detailed information for this section. You may be able to find
your missing data in this screen, but it may be more helpful to export it to an Excel Spreadsheet to find
the missing data in a more detailed, organized format.

e To export, click on the Excel icon with the gold spindle in the upper right-hand corner of the pop up
window. You will be asked to “Open” or “Save” the spreadsheet, select “Open” to review the data. Be
sure to clear your downloads in your Internet browser after exporting client data.

¢ You will see the word “MISSING” on the spreadsheet where clients are missing data. The columns are
labeled at the top of the spreadsheet and client names are on the far left-hand side of the spreadsheet.
You can then go to client records and complete the missing data.

To Complete or Edit Missing Data

In unusual cases, there may be a missing enrollment ID for an entry or exit of a client. You can complete the
entry and/or exit assessments after an HMIS technician has set up the master assessment. If you need
assistance with setting up the master assessment, contact the HMIS Help Desk at
HMISHelpDesk@ihcdaonline.com. Follow these steps to complete missing data on the assessments:
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¢ Go to the client’s record who is missing the assessments. © e o retons o e C e e
(@ et Envoliment 1 09/1672013 08/18/2013
e Click on the blue play button found on the client dashboard sw-m:m : o ompm
i e e e caramere
under “[Client Name] Enrollments” located centrally on the gz_ﬂ-:vw p— — E,
client’s record. e oo — |
rgmmmmm pr—— Py ]
e Select “Review Entry Assessments” or “Review Exit poe
Assessments” (depending on which one you need to complete) in the drop Assessment Finished
down list. % HMIS Universal Dats
: : . . & Lega
» Complete the required entry or exit assessments by clicking on the little % Transportation )
notepad beside each assessment. [ chronic Homelessness +
i X | HMIgBarriers 4
e Save as you edit or complete assessments by scrolling down on the % pomfstic viskence v
assessment screen and clicking on “Save.” rmmial v
. . Ei it (Adult On
e Blue check marks will appear after the assessment is completed. (@ empiomer PR o v
I:? Adult Education +
% child education «
" Health 'Y

r_? Veteran Assessment (Adult Only)
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